
eVA – Account Maintenance for Suppliers 

PURPOSE OF THIS DOCUMENT

This document explains how to properly maintain your eVA supplier account. This includes 
information on profile management, contact management, and how to create an 
Information Change Request. 

Supplier Information Change Request
Some changes to your company’s information will be automatically approved, while other 

updates will require you to fill out an Information Change Request that will be routed to eVA

Vendor Support for approval.

• Automatic Approvals: If the change does not require approval from eVA Vendor Support, 

your account will be updated automatically. 

• Supplier Requests Information Change: In order to request a change to any item listed 

below, you will need to submit an Information Change Request by filling in the requested 

change information, and entering a reason for the information change. After the change 

request is submitted, it will be sent to eVA Vendor Support for approval. You will receive a 

notification confirming the change.

o Taxpayer ID Number/TIN Type

o Tax Address (Street, City, State, ZIP Code, Country)

o Organizational Type/Supplemental Organizational Type/LLC Classification

o Tax Exempt

o Name (as shown on W-9)

o Company Name



Updates to the Addresses tab and Qualifications tabs do not require an Information Change 

Request.

• Addresses tab: You can make updates to your Order address, Physical address, Payment address, 

and Billing address information.

Supplier Information Update 



• Qualifications tab: You can also make updates to the Additional Information section.



You can view a document, edit a document, or upload new documents. After completing any of these 

tasks, you will save your changes, and the changes will be routed for approval. Updates to some 

document types will be automatically approved, while updates to other document types will require 

approval from eVA Vendor Support.

• Documents & Certs. tab: You can add different types of documents in this section.

Supplier File Management



• Edit Document Screen: This is the screen you will see when adding/editing a document.

Suppliers can create additional contacts for their account and invite the new contact to login and 

create a password. It is important to note that when a new contact logs in for the first time, they will 

be required to accept the MOA.

• New Contact: On the Contacts tab, you can create a new supplier contact by clicking the Create 

Contact button. Next, on the supplier Contact Management screen, fill out the required 

information then save the information. Once the contact has been created, you can click on the 

envelope icon to send an invitation to the new contact explaining how they can activate their user 

account.

Supplier Contact Management 



• Email Sent to New Contact: An email is sent to the new supplier contact instructing them to 

log in and create a password. The new contact will be required to accept the MOA before 

logging in for the first time.

• New Contact Logs In and Creates Password: The new contact logs into the system and creates 

a password to activate the account. Now, the new contact can login to the system, and their 

account is active.


